
SUBJECT: PROCEDURES FOR PROCESSING STATE DEPARTMENT 
TRANSACTIONS 

1. Purpose and Scope.

 1.1 This document sets forth procedures for the Defense Finance and Accounting 
Service - Indianapolis Center (DFAS-IN) affiliated accounting activities to use when 
processing transactions initiated by the State Department.

 1.2 This procedure applies to all accounting activities that submit monthly accounting 
reports to DFAS-IN. 

2. Background. 

The Department of Defense and the Defense Finance and Accounting Service do not 
have a cross-disbursing agreement with the State Department. 

3. Process.

 3.1 DFAS-IN (ADRPI) receives and processes various State Department files which 
contain information on transactions made on behalf of the Army (Department Code 21). 
DFAS-IN uses these State Department files to create the RCS CSCFA-110 (Transactions 
for Others Report) for Army fiscal stations.  The RCS CSCFA-110 reports are sent to the 
accounting activities for processing.

 3.2 The State Department Disbursing Station Symbol Numbers (DSSN) 8768 
(Bangkok) and 8769 (Charleston) make disbursements for Army, Air Force, Navy and 
Department of Defense agencies.  Since April 2004 (Charleston) and October 2004 
(Bangkok), State Department vouchers are available in DFAS-IN’s Outlook State Public 
Folder. The files received from the State Department are:

 3.2.1 Electronic version of the ACVR.070 (Voucher Auditor's Detail Report 
(VADR)) from Bangkok and Charleston.

 3.2.2 Electronic version of the ACDA.057 (List of Vouchers) from Bangkok and 
Charleston.

 3.2.3 Electronic version of the ACDA.045 (SF 1221, Statement of Transaction 
(SOT)) from Bangkok and Charleston. 

3.3 DFAS-IN only processes transactions received on the above State Department files.

 3.3.1 DFAS-IN sends text and DBF files in support of the State Department charges 
on the RCS CSCFA-110 report to the DFAS-IN DDA01, CORP2 Server.  The text files 
are electronic versions of the VADRs. They can be viewed and/or printed in Microsoft 
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Word. The DBF files are a mirror image of the VADR file, in a Foxpro application, and 
can be used to eliminate additional manual input of the same data.

 3.3.2 If DFAS-IN does not have the information necessary to process a State 
Department transaction to the accounting activity, the transaction will be processed into a 
missing file.  DFAS-IN will request the State Department to provide additional 
information/ documentation.  Once the additional information is received, the 
transactions are processed to the accounting activity. 

4. Accounting Activity Request for Additional Information.

 4.1. If an accounting activity does not have sufficient information to identify and post 
transactions, they can request copies of the electronic version of the VADR or SF1167M 
from DFAS-IN.  If the accounting activity has the VADR and still can not post the 
transaction to the accounting system; then the accounting activity must request additional 
information directly from the State Department.

 4.2 Accounting activities will send requests for additional information directly to the 
State Department’s Post/Embassy that generated the transaction.  Send the first request to 
the Post/Embassy location only.  A listing of Post/Embassies and addresses is at 
attachment 1.  Addresses can also be found at the State Department’s website 
(http://foia.state.gov/keyofficers.asp).  Allow a minimum of 30 days for the 
Embassy/Post to respond to the request.  Attachment 2 contains a listing of the 
Post/Embassies and their additional 4-digit zip code.  Attachment 3 contains information 
regarding placing a telephone call to a Post/Embassy.

 4.3 Send second requests to the Post/Embassy location with a copy to: 

Joel Hoffman, Interagency Liaison - Department of State, 

International Financial Services.

1800 N. Kent St., 5th Floor

PO Box 9487

Arlington, VA 22219


Phone: 703-875-5609

Fax: 703-875-5639

email:  HoffmanJ@STATE.GOV. 


4.4. Send third requests (optional), to the Post Embassy with a copy to the State 
Department’s Interagency Liaison (see above).

 4.4. Accounting activities will use information contained in the RCS-CSCFA-110 
report to prepare the request. Below is a sample register line from Bangkok.  This 
includes the DSSN, submitting State Department Post number, bureau number, voucher 
number and disbursing date (in-cycle). 
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IN CYCLE DSSN VOUCHER POST BUREAU 
J5CC 8768 40034929 584 04 

The first position of the “In-Cycle” represents the State Department disbursing month (A 
= October, B =November, C = December, D = January, E = February, F = March, G = 
April, H = May, I = June, J = July, K = August and L = September) 

4.5. Include the information listed below in your request.  Attachments 4 and 5 
provide sample memorandums to use for requesting additional information from the 
Department of State.

 4.5.1. Post number.

 4.5.2 Voucher number.  This can be obtained from the VADR under column 
heading Document No.  If you don’t have a copy of the VADR, please call, DFAS-IN-
ADRPI, DSN 699-5934/3809/1050 or commercial (317) 510-5934/3809/1050 to obtain a 
copy of the voucher for the Post/Embassy locations.

 4.5.3 Voucher reference number.  When using the voucher reference number 
from the VADR, drop the first three numbers since they are the Post numbers.

 4.5.4 Voucher date.

 4.5.5 Department/Bureau and Appropriation.

 4.5.6 Amount. 

5. Non-receipt of Documentation from State Department. 
5.1 If the State Department does not respond to requests for supporting 

documentation, do not reject the transaction to DFAS-IN.  Accounting activities can 
request assistance from DFAS-IN.  DFAS-IN will continue efforts with the State 
Department to obtain necessary documentation to process the transaction.  No rejects or 
chargebacks can be processed to the State Department.

 5.2 Accounting activities and fund holders will work together to prepare requests for 
discontinued research packages for State Department transactions that cannot be 
processed. See DFAS-IN Reg 37-1, chapter 19 for guidance on preparing discontinued 
research packages. 
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ATTACHMENT 1 

MAILING CORRESPONDENCE TO STATE DEPARTMENT 
POST OR EMBASSY 

It is most important that correspondence to a State Department post or embassy be 
addressed to a section or position rather than to an officer by name.  This will eliminate 
delays resulting from the forwarding of official mail for officers who have transferred. 
Normally, correspondence concerning commercial matters should be addressed simply to 
"Commercial Section" followed by the name and correct mailing address of the post.  See 
table below for State Department post or embassy mailing addresses. 

NOTE: Mail sent to the State Department for delivery through its pouch system for posts 
with APO/FPO addresses will not be accepted and will be returned to the sender. 

ADDRESSES FOR EMBASSIES/POSTS 
POST EMBASSY AEMB ADDRESS 
530 Abidjan Paris Budget & Fiscal Officer 

American Embassy Abidjan 
Department of State 
Washington, DC 20521-2010 

483 Abu-Dhabi Paris Budget & Fiscal Officer 
American Embassy Abu-Dhabi 
Department of State 
Washington, DC 20521-6010 

524 Accra Paris Budget & Fiscal Officer 
American Embassy Accra 
Department of State 
Washington, DC 20521-2020 

520 Addis Ababa Paris Budget & Fiscal Officer 
American Embassy Addis Ababa 
Department of State 
Washington, DC 20521-2030 

405 Algiers Paris Budget & Fiscal Officer 
American Embassy Algiers 
Department of State 
Washington, DC 20521-6030 

259 Almaty Paris Budget & Fiscal Officer 
American Embassy Almaty 
Department of State 
Washington, DC 20521-7030 

440 Amman Paris Budget & Fiscal Officer 
American Embassy Amman 
APO AE 09892 

282 Ankara Paris Budget & Fiscal Officer 
American Embassy Ankara 
APO AE 09823-0006 

554 Antananarivvo Paris Budget & Fiscal Officer 
American Embassy Antananarivvo 
Department of State 
Washington, DC 20521-2040 
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812 Antwerp Paris Budget & Fiscal Officer 
American Embassy Antwerp 
APO AE 09724-1040 

290 Ashgabat Paris Budget & Fiscal Officer 
American Embassy Ashgabat 
Department of State 
Washington, DC 20521-7070 

525 Asmara Paris Budget & Fiscal Officer 
American Embassy Asmara 
Department of State 
Washington, DC 20521-7170 

134 Asuncion Charleston Budget & Fiscal Officer 
American Embassy Asuncion 
APO AA 34036 

218 Athens Paris Budget & Fiscal Officer 
American Embassy Athens 
PSC #108, Box 34 
APO AE 09842 

432 Baghdad Bangkok Budget & Fiscal Officer 
American Embassy Baghdad 
Department of State 
Washington, DC 20521-6060 

207 Baku Paris Budget & Fiscal Officer 
American Embassy Baku 
Department of State 
Washington, DC 20521-7050 

555 Bamako Paris Budget & Fiscal Officer 
American Embassy Bamako 
Department of State 
Washington, DC 20521-2050 

316 Bangkok Bangkok Budget & Fiscal Officer 
American Embassy Bangkok 
APO AP 96546 

379 Bangkok Bangkok Budget & Fiscal Officer 
American Embassy Bangkok 
APO AP 96546 

853 FSC Bangkok Bangkok Budget & Fiscal Officer 
American Embassy Bankgkok 
APO AP 96546 

512 Bangui Paris Budget & Fiscal Officer 
American Embassy Bangui 
Department of State 
Washington, DC 20521-2070 

577 Banjul Paris Budget & Fiscal Officer 
American Embassy Banjul 
Department of State 
Washington, DC 20521-2070 

305 Beijing Bangkok Budget & Fiscal Officer 
American Embassy Beijing 
FPO AP 96521-0001 

446 Beirut Paris Budget & Fiscal Officer 
American Embassy Beirut 
FPO AE 09836 
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286 Belgrad Paris Budget & Fiscal Officer 
American Embassy Belgrad 
APO AE 09213-5070 

109 Belize City Charleston Budget & Fiscal Officer 
American Embassy Belize City 
Department of State 
Washington, DC 20521-3050 

243 Berlin Paris Budget & Fiscal Officer 
American Embassy Berlin 
APO AE 09235 

276 Bern Paris Budget & Fiscal Officer 
American Embassy Bern 
Department of State 
Washington, DC 20521-5110 

527 Bissau Paris Budget & Fiscal Officer 
American Embassy Bissau 
Department of State 
Washington, DC 20521-2080 

110 Bogota Charleston Budget & Fiscal Officer 
American Embassy Bogota 
APO AA 34038 

240 Bonn Paris Budget & Fiscal Officer 
American Embassy Bonn 
Box 230 
APO AE 09080 

215 Sarajevo Paris Budget & Fiscal Officer 
American Embassy (Bosnis) Vienna 
Department of State 
Washington, DC 20521-9900 

106 Brasilia Charleston Budget & Fiscal Officer 
American Embassy Brasilia 
Unit 3500 
APO AE 09724 

521 Brazzaville Paris Budget & Fiscal Officer 
American Embassy Brazzaville 
APO AE 09662-0006 

111 Bridgetown Charleston Budget & Fiscal Officer 
American Embassy Bridgetown 
FPO AA 34054 

212 Brussels Paris Budget & Fiscal Officer 
American Embassy Brussels 
APO AE 09724 

268 Bucharest Paris Budget & Fiscal Officer 
American Embassy Bucharest 
APO AE 09213 

244 Budapest Paris Budget & Fiscal Officer 
American Embassy Budapest 
APO AE 09213 

102 Buenos Aires Charleston Budget & Fiscal Officer 
American Embassy Buenos Aires 
Unit 4317 
APO AA 34034 
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543 Bujumbura Paris Budget & Fiscal Officer 
American Embassy Bujumbura 
Department of State 
Washington, DC 20521-2100 

416 Cairo Paris Budget & Fiscal Officer 
American Embassy Cairo 
Unit 64900, Box 16 
APO AE 09839-4900 

307 Canberra Bangkok Budget & Fiscal Officer 
American Embassy Canberra 
APO AP 96549 

140 Caracas Charleston Budget & Fiscal Officer 
American Embassy Caracas 
APO AA 34037 

412 Colombo Bangkok Budget & Fiscal Officer 
American Embassy Colombo 
Department of State 
Washington, DC 20521-6100 

196 Charleston Charleston Charleston Financial Service Center 
U.S. Department of State 
PO Box 150008 
Charleston, SC 294115-5008 

528 Conakry Paris Budget & Fiscal Officer 
American Embassy Conakry 
Department of State 
Washington, DC 20521-2110 

230 Copenhagen Paris Budget & Fiscal Officer 
American Embassy Copenhagen 
APO AE 09716 

518 Cotonou Paris Budget & Fiscal Officer 
American Embassy Cotonou 
Department of State 
Washington, DC 20521-2120 

129 Curacao Charleston Budget & Fiscal Officer 
American Embassy Curacao 
Department of State 
Washington, DC 20521-3160 

522 Dakar Paris Budget & Fiscal Officer 
American Embassy Dakar 
Department of State 
Washington, DC 20521-2130 

476 Damascus Paris Budget & Fiscal Officer 
American Embassy Damascus 
Department of State 
Washington, DC 20521-6110 

409 Dhaka Bangkok Budget & Fiscal Officer 
American Embassy Dhaka 
Department of State 
Washington, DC 20521-6120 

504 Djibouti Paris Budget & Fiscal Officer 
American Embassy Djibouti 
Department of State 
Washington, DC 20521-2150 
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561 Freetown Paris Budget & Fiscal Officer 
American Embassy Addis Ababa 
Department of State 
Washington, DC 20521-2160 

511 Gaborone Paris Budget & Fiscal Officer 
American Embassy GaboroneAddis Ababa 
Department of State 
Washington, DC 20521-2170 

278 Geneva Paris Budget & Fiscal Officer 
American Embassy Geneva 
Department of State 
Washington, DC 20521-5120 

107 Georgetown Charleston Budget & Fiscal Officer 
American Embassy Georgetown 
Department of State 
Washington, DC 20521-3170 

122 Guatemala City Charleston Budget & Fiscal Officer 
American Embassy Guatemala City 
APO AA 34024 

214 Hamilton Paris Budget & Fiscal Officer 
American Embassy Hamilton 
FPO AE 09727-5300 

320 Hanoi Bangkok Budget & Fiscal Officer 
American Embassy Hanoi 
PSC 461, Box 400 
FPO AE 96521-0002 

574 Harare Paris Budget & Fiscal Officer 
American Embassy Harare 
Department of State 
Washington, DC 20521-2180 

114 Havana Charleston Budget & Fiscal Officer 
American Embassy Havana 
Department of State 
Washington, DC 20521-3200 

234 Helsinki Paris Budget & Fiscal Officer 
American Embassy Helsinki 
APO AE 09723 

304 Hong Kong Bangkok Budget & Fiscal Officer 
American Embassy Hong Kong 
FPO AP 96522-0002 

462 Islamabad Bangkok Budget & Fiscal Officer 
American Embassy Islamabad 
APO AE 09812 

306 Jakarta Bangkok Budget & Fiscal Officer 
American Embassy Jakarta 
APO AP 96520 

582 Kampala Paris Budget & Fiscal Officer 
American Embassy Kampala 
Department of State 
Washington, DC 20521-2190 

460 Kathmandu Bangkok Budget & Fiscal Officer 
American Embassy Kathmandu 
Department of State 
Washington, DC 20521-6190 
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575 Khartoum Paris Budget & Fiscal Officer 
American Embassy Khartoum 
APO AE 09829 

292 Kiev Paris Budget & Fiscal Officer 
American Embassy Kiev 
APO AE 09080 

544 Kigali Paris Budget & Fiscal Officer 
American Embassy Kigali 
Department of State 
Washington, DC 20521-2210 

127 Kingston Charleston Budget & Fiscal Officer 
American Embassy Kingston 
Department of State 
Washington, DC 20521-3210 

508 Kinshasa Paris Budget & Fiscal Officer 
American Embassy Kinshasa 
APO AE 09828 

319 Kuala Lumpur Bangkok Budget & Fiscal Officer 
American Embassy Kuala Lumpur 
Department of State 
Washington, DC 20521-4210 

445 Kuwait Paris Budget & Fiscal Officer 
American Embassy Kuwait 
Department of State 
Washington, DC 20521-6200 

104 LaPaz Charleston Budget & Fiscal Officer 
American Embassy LaPaz 
APO AA 34032 

560 Lagos Paris Budget & Fiscal Officer 
American Embassy Lagos 
Department of State 
Washington, DC 20521-8300 

523 Libreville Paris Budget & Fiscal Officer 
American Embassy Libreville 
Department of State 
Washington, DC 20521-2270 

564 Lilongwe Paris Budget & Fiscal Officer 
American Embassy Lilongwe 
Department of State 
Washington, DC 20521-2280 

136 Lima Charleston Budget & Fiscal Officer 
American Embassy Lima 
APO AA 34031 

266 Lisbon Paris Budget & Fiscal Officer 
American Embassy Lisbon 
APO AE 09726 

578 Lome Paris Budget & Fiscal Officer 
American Embassy Lome 
Department of State 
Washington, DC 20521-2300 

232 London Paris Budget & Fiscal Officer 
American Embassy London 
PSC 801, Box 34 
FPO AE 09498-4034 
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563 Lusaka Paris Budget & Fiscal Officer 
American Embassy Lusaka 
Department of State 
Washington, DC 20521-2310 

252 Luxembourg City Paris Budget & Fiscal Officer 
American Embassy Lusembourg City 
APO AE 09132 

270 Madrid Paris Budget & Fiscal Officer 
American Embassy Madrid 
APO AE 09642 

130 Managua Charleston Budget & Fiscal Officer 
American Embassy Managua 
Department of State 
APO AA 34021 

408 Manamah Paris Budget & Fiscal Officer 
American Embassy Manamah 
FPO AE 09834-6210 

314 Manila Bangkok Budget & Fiscal Officer 
American Embassy Manila 
APO AP 96440 

558 Maputo Paris Budget & Fiscal Officer 
American Embassy Maputo 
Department of State 
Washington, DC 20521-2330 

507 Maseru Paris Budget & Fiscal Officer 
American Embassy Maseru 
Department of State 
Washington, DC 20521-2340 

128 Mexico City Charleston Budget & Fiscal Officer 
American Embassy Mexico City 
PO Box 3087 
Laredo, TX 78044-3087 

562 Mogadishu Paris Budget & Fiscal Officer 
American Embassy Mogadishu 
Department of State 
Washington, DC 20521-2360 

548 Monrovia Paris Budget & Fiscal Officer 
American Embassy Monrovia 
Department of State 
Washington, DC 20521-8800 

138 Montevideo Charleston Budget & Fiscal Officer 
American Embassy Montevideo 
APO AA 34035 

516 Moroni Paris Budget & Fiscal Officer 
American Embassy Moroni 
Department of State 
Washington, DC 20521-2380 

284 Moscow Paris Budget & Fiscal Officer 
American Embassy Moscow 
APO AE 09721 

463 Muscat Paris Budget & Fiscal Officer 
American Embassy Muscat 
Department of State 
Washington, DC 20521-6220 
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515 N’Djamena Paris Budget & Fiscal Officer 
American Embassy N’Djamena 
Department of State 
Washington, DC 20521-2410 

542 Nairobi Paris Budget & Fiscal Officer 
American Embassy Nairobi 
APO AE 09831 

103 Nassau Charleston Budget & Fiscal Officer 
American Embassy Nassau 
Department of State 
Washington, DC 20521-3370 

428 New Delhi Paris Budget & Fiscal Officer 
American Embassy New Delhi 
Department of State 
Washington, DC 20521-9000 

559 Niamey Paris Budget & Fiscal Officer 
American Embassy Niamey 
Department of State 
Washington, DC 20521-2420 

217 Nicosia Paris Budget & Fiscal Officer 
American Embassy Nicosia 
FPO AE 09836 

262 Oslo Paris Budget & Fiscal Officer 
American Embassy Oslo 
APO AE 09707 

226 Ottawa Paris Budget & Fiscal Officer 
American Embassy Ottawa 
PO Box 5000 
Ogdensburg, NY 13669-0430 

132 Panama City Charleston Budget & Fiscal Officer 
American Embassy Panama City 
APO AA 34002 

137 Paramaribo Charleston Budget & Fiscal Officer 
American Embassy Paramaribo 
Department of State 
Washington, DC 20521-3390 

236 Paris Paris Budget & Fiscal Officer 
American Embassy Paris 
APO AE 09777 

303 Phom Penh Bangkok Budget & Fiscal Officer 
American Embassy Phom Penh 
APO AP 96545 

326 Port Moresby Bangkok Budget & Fiscal Officer 
American Embassy Port Moresby 
Department of State 
Washington, DC 20521-4240 

566 Port-Louis Paris Budget & Fiscal Officer 
American Embassy Port-Louis 
Department of State 
Washington, DC 20521-2450 

124 Port-au-Prince Charleston Budget & Fiscal Officer 
American Embassy Port-au-Prince 
Department of State 
Washington, DC 20521-3400 
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142 Port-of-Spain Charleston Budget & Fiscal Officer 
American Embassy Port-of-Spain 
Department of State 
Washington, DC 20521-3410 

228 Prague Paris Budget & Fiscal Officer 
American Embassy Prague 
Department of State 
Washington, DC 20521-2460 

514 Praia Paris Budget & Fiscal Officer 
American Embassy Praia 
Department of State 
Washington, DC 20521-2460 

584 Pretoria Paris Budget & Fiscal Officer 
American Embassy Pretoria 
Department of State 
Washington, DC 20521-9300 

118 Quito Charleston Budget & Fiscal Officer 
American Embassy Quito 
APO AA 34049 

300 B FSC Bangkok Bangkok Budget & Fiscal Officer 
RAMC American Embassy Bangkok 
APO AP 96546 

198 RAMC Mexico Mexico Budget & Fiscal Officer 
RAMC Mexico City 
PO Box 3087 
Laredo, TX 78044-3087 

300 M FSC Mexico Mexico Budget & Fiscal Officer 
RAMC Mexico City 
PO Box 3087 
Laredo, TX 78044-3087 

298 Paris Paris Budget & Fiscal Officer 
RAMC American Embassy Paris 
APO AE 09777 

300 P FSC Paris Paris Budget & Fiscal Officer 
RAMC American Embassy Paris 
APO AE 09777 

620 FSC Paris Paris Am Embassy FSC 
Unit 21551, Bldg D 
ATTN:  Jacques Anime 
APO AE 09777 

300 C FSC Charleston Charleston Budget & Fiscal Officer 
Charleston Financial Service Ctr 
Department of State 
Charleston, SC 29415-5008 

456 Rabat Paris Budget & Fiscal Officer 
American Embassy Rabat 
APO AE 09718 

331 Rangoon Bangkok Budget & Fiscal Officer 
American Embassy Rangoon 
APO AP 96546 

246 Reykjavik Paris Budget & Fiscal Officer 
American Embassy Reykjavik 
Department of State 
Washington, DC 20521-5640 

12




470 Riyhadh Paris Budget & Fiscal Officer 
American Embassy Riyadh 
Unit 61307 
APO AE 09803-1307 

250 Rome Paris Budget & Fiscal Officer 
American Embassy Rome 
APO AE 09624 

112 San Jose Charleston Budget & Fiscal Officer 
American Embassy San Jose 
APO AA 34020 

120 San Salvador Charleston Budget & Fiscal Officer 
American Embassy San, Salvador 
APO AA 34023 

441 Sanaa Paris Budget & Fiscal Officer 
American Embassy Sanaa 
Department of State 
Washington, DC 20521-6330 

108 Santiago Charleston Budget & Fiscal Officer 
American Embassy Santiago 
APO AA 34033 

116 Santo Domingo Charleston Budget & Fiscal Officer 
American Embassy Santo Domingo 
APO AA 34041 

310 Seoul Bangkok Budget & Fiscal Officer 
American Embassy Seoul 
APO AP 96205 

318 Singapore Bangkok Budget & Fiscal Officer 
American Embassy Singapore 
FPO AP 96534 

249 Skopje Paris Budget & Fiscal Officer 
American Embassy Skopje 
APO AE 09213-5740 

225 Sofia Paris Budget & Fiscal Officer 
American Embassy Sofia 
APO AE 09213 

123 St. George’s Charleston Budget & Fiscal Officer 
American Embassy St. George’s 
Department of State 
Washington, DC 20521-3180 

105 St. John’s Charleston Budget & Fiscal Officer 
American Embassy St. John’s 
FPO AA 34054 

274 Stockholm Paris Budget & Fiscal Officer 
American Embassy Stockholm 
Department of State 
Washington, DC 20521-5750 

312 Suva Bangkok Budget & Fiscal Officer 
American Embassy Suva 
Department of State 
Washington, DC 20521-4290 

231 Tallinn Paris Budget & Fiscal Officer 
American Embassy Tallinn 
Department of State 
Washington, DC 20521-4530 
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126 Tegucigalpa Charleston Budget & Fiscal Officer 
American Embassy Tegucigalpa 
APO AA 34022 

242 Tbilisi Paris Budget & Fiscal Officer 
American Embassy Tbilisi 
Department of State 
Washington, DC 20521-7060 

438 Tel-Aviv Paris Budget & Fiscal Officer 
American Embassy Tel-Aviv 
APO AE 09830 

256 The Hague Paris Budget & Fiscal Officer 
American Embassy The Hague 
APO AE 09715 

308 Tokyo Bangkok Budget & Fiscal Officer 
American Embassy Tokyo 
APO AP 96337 

480 Tunis Paris Budget & Fiscal Officer 
American Embassy Tunis 
Department of State 
Washington, DC 20521-6360 

334 Ulaanbaatar Bangkok Budget & Fiscal Officer 
American Embassy Ulaanbaatar 
C/O American Embassy 
FPO AP 96521-0001 

216 Valletta Paris Budget & Fiscal Officer 
American Embassy Valletta 
Department of State 
Washington, DC 20521-5800 

251 Vatican Paris Budget & Fiscal Officer 
American Embassy Vatican 
APO AE 09624 

569 Victoria Paris Budget & Fiscal Officer 
American Embassy Victoria 
APO AE 09815-0006 

206 Vienna Paris Budget & Fiscal Officer 
American Embassy Vienna, Box 8 
Department of State 
Washington, DC 20521-9900 

311 Vientiane Bangkok Budget & Fiscal Officer 
American Embassy Vientiane 
APO AP 96546 

255 Vilnius Paris Budget & Fiscal Officer 
American Embassy Vilnius 
APO AE 09723 

264 Warsaw Paris Budget & Fiscal Officer 
American Embassy Warsaw 
APO AE 09213-5010 

313 Wellington Paris Budget & Fiscal Officer 
American Embassy Wellington 
FPO AP 96531 

567 Windhoek Paris Budget & Fiscal Officer 
American Embassy Windhoek 
Department of State 
Washington, DC 20521-2540 
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510 Yaounde Paris Budget & Fiscal Officer 
American Embassy Yaounde 
Department of State 
Washington, DC 20521-2520 

204 Yerevan Paris Budget & Fiscal Officer 
American Embassy Yerevan 
Department of State 
Washington, DC 20521-7020 
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ATTACHMENT 2 

STATE DEPARTMENT ZIP CODES 

The State Department has assigned a unique 4-digit number to each Foreign Service post. 
All mail sent through the State Department's pouch system (for posts without APO/FPO 
addresses) must include the 4-digit number in addition to the zip code of 20521.  For 
example, the zip code for Abidjan would be 20521-2010 and for Abu Dhabi the zip code 
would be 20521-6010. The following is a listing of each Foreign Service post's unique 4­
digit number. 

Post 4-digit Post 4-digit 
Abidjan 2010 Lilongwe 2280 
Abu Dhabi 6010 Lima 3230 
Accra 2020 Lisbon 5320 
Adana 5020 Ljubljana 7140 
Addis Ababa 2030 Lome 2300 
Algiers 6030 London 8400 
Almaty 7030 Luanda 2550 
Amman 6050 Lusaka 2310 
Amsterdam 5780 Luxembourg 5380 
Ankara 7000 Madras 6260 
Antananarivo 2040 Madrid 8500 
Ashgabat 7070 Majuro 4380 
Asmara 7170 Malabo 2320 
Asuncion 3020 Managua 3240 
Athens 7100 Manama 6210 
Auckland 4370 Manila 8600 
Baghdad 6060 Maputo 2330 
Baku 7050 Marseille 5600 
Bamako 2050 Maseru 2340 
Bandar Seri Begawan 4020 Matamoros 3300 
Bangkok 7200 Mbabane 2350 
Bangui 2060 Melbourne 4140 
Banjul 2070 Merida 3320 
Barcelona 5400 Mexico City 8700 
Beijing 7300 Milan 5690 
Beirut 6070 Minsk 7010 
Belfast 5360 Monrovia 8800 
Belgrade 5070 Monterrey 3330 
Belize 3050 Montevideo 3360 
Berlin 5090 Montreal 5510 
Bern 5110 Moscow 5430 
Bishkek 7040 Munich 5190 
Bissau 2080 Muscat 6220 
Bogota 3030 Naha 4320 
Bombay 6240 Nairobi 8900 
Bonn 7400 Naples 5700 
Brasilia 7500 Nassau 3370 
Bratislava 5840 N’Djamena 2410 
Brazzaville 2090 New Delhi 9000 
Bridgetown 3120 Niamey 2420 
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Brussels (USNATO-M) 5230 Nice 5610 
Brussels (E) 7600 Nicosia 5450 
Bucharest 5260 Nouakchott 2430 
Budapest 5270 Nuevo Laredo 3340 
Buenos Aires 3130 Oporto 5330 
Bujumbura 2100 Osaka-Kobe 4330 
Bukavu 2240 Oslo 5460 
Cairo 7700 Ottawa 5480 
Calcutta 6250 Ouagadougou 2440 
Calgary 5490 Panama City 9100 
Canberra 7800 Paramaribo 3390 
Cape Town 2480 Paris 9200 
Caracas 3140 Perth 4160 
Casablanca 6280 Peshawar 6170 
Chengdu 4080 Phnom Penh 4540 
Chiang Mai 4040 Ponta Delgada 5340 
Chisinau 7080 Port-au-Prince 3400 
Ciudad Juarez 3270 Port Louis 2450 
Cluj-Napoca 1315 Port Moresby 4240 
Colombo 6100 Port-of-Spain 3410 
Conakry 2110 Poznan 5050 
Copenhagen 5280 Prague 5630 
Cotonou 2120 Praia 2460 
Curacao 3160 Pretoria 9300 
Dakar 2130 Pusan 4270 
Damascus 6110 Quebec 5520 
Dar Es Salaam 2140 Quito 3420 
Dhahran 6310 Rabat 9400 
Dhaka 6120 Rangoon 4250 
Djibouti 2150 Recife 3080 
Doha 6130 Reykjavik 5640 
Dubai 6020 Riga 4520 
Dublin 5290 Rio de Janeiro 3090 
Durban 2490 Riyadh 6300 
Dushanbe 7090 Rome 9500 
Dusseldorf 5160 St. George’s 3180 
Edinburgh 5370 St. Petersburg 5440 
Florence 5670 San Jose 3440 
Frankfurt 7900 San Salvador 3450 
Freetown 2160 Sanaa 6330 
Fukuoka 4310 Santiago 3460 
Gaborone 2170 Santo Domingo 3470 
Geneva (M) 5120 Sao Paulo 3110 
Georgetown 3170 Sapporo 4340 
Grenada 3180 Sarajevo 7130 
Guadalajara 3280 Seoul 9600 
Guangzhou 4090 Shanghai 4100 
Guatemala City 3190 Shenyang 4110 
Guayaquil 3430 Singapore 4280 
The Hague 5770 Skopje 7120 
Halifax 5500 Sofia 5740 
Hamburg 5180 Stockholm 5750 
Hamilton 5300 Strasbourg 5620 
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Hanoi 4550 Surabaya 4200 
Harare 2180 Suva 4290 
Havana 3200 Sydney 4150 
Helsinki 5310 Taipei, AIT 4170 
Hermosillo 3290 Tallinn 4530 
Ho Chi Minh City 7160 Tashkent 7110 
Hong Kong 8000 Tbilisi 7060 
Islamabad 8100 Tegucigalpa 3480 
Istanbul 5030 Tel Aviv 9700 
Jakarta 8200 Thessaloniki 5060 
Jeddah 6320 Tijuana 3350 
Jerusalem 6350 Tirana 9510 
Johannesburg 2500 Tokyo 9800 
Kampala 2190 Toronto 5530 
Karachi 6150 Trieste 5720 
Kathmandu 6190 Tunis 6360 
Khabarovsk 5870 Ulaanbaatar 4410 
Khartoum 2200 Valletta 5800 
Kiev 5850 Vancouver 5540 
Kigali 2210 Vatican City 5660 
Kingston 3210 Vienna 9900 
Kinshasa 2220 Vientiane 4350 
Kolonia 4120 Vilnius 4510 
Krakow 5140 Vladivostok 5880 
Kuala Lumpur 4210 Warsaw 5010 
Kuwait 6200 Wellington 4360 
Lagos 8300 Windhoek 2540 
La Paz 3220 Yaounde 2520 
Lahore 6160 Yekaterinburg 5890 
Leipzig 5860 Yerevan 7020 
Libreville 2270 Zagreb 5080 
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ATTACHMENT 3 

TELEPHONING A FOREIGN SERVICE POST

    This document is a web version of the hard copy publication, "Key Officers of Foreign 
Service Posts: Guide for Business Representatives," updated two times per year by the 
Bureau of Administration.

    Note: The Bureau of Administration does not release a directory of email addresses for 
individual employees.  This "Key Officers" list includes email addresses for those posts 
which have them available to the public for correspondence.

    Hard copies of this publication are sold by the Superintendent of Documents, 
Government Printing Office, Washington, DC 20402 (Tel: 202-512-1800). 

Telephoning a Foreign Service Post
    Dial international access code + country code + city code + local number:   

Ex: 011 + (61) + (6) + 2705000.

    Note: Some international calls will require operator assistance because the country is 
not an international dial country.  The telephone listing for these countries will not be 
preceded by a country code and city code (always shown in brackets and parentheses). 
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ATTACHMENT 4 
SAMPLE REQUEST 

OFFICE SYMBOL 

MEMORANDUM FOR Budget Fiscal Officer, American Embassy             

Budget and Fiscal Officer: 

In order to accurately record transactions initiated by your Embassy into the 
Army’s accounting system, (enter your accounting activity’s name) requests the 
following: 

SF 1221 for Report Period Bureau Post 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

         Auditors Detailed Report (VADR)/voucher(s) not received as reported on List of 
Vouchers. 

          Auditors Detailed Report (VADR)/voucher(s) were received; however we are 
unable to process the transaction to the appropriate accountable station due to insufficient 
or the lack of documentation.  Request a copy of the original voucher and any supporting 
documentation to include a copy of travel orders if it was travel related. 

Request documentation be forwarded by : (give suspense date), referencing this memo, 
to: (address where documentation should be sent).  Documentation may be sent via fax 
to (enter Fax number). 

Questions may be addressed to (insert POC, phone number and email address). 

signature block 

20 
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ATTACHMENT 5 
SAMPLE SECOND REQUEST 

OFFICE SYMBOL 

MEMORANDUM FOR Budget Fiscal Officer, American Embassy             
2ND REQUEST 

Budget and Fiscal Officer: 

This is the second request for documentation to support transactions processed by 
your Embassy.  Initial request was dated (enter date of previous request).  In order to 
accurately record transactions initiated by your Embassy into the Army’s accounting 
system, (enter your accounting activity’s name) requests the following: 

SF 1221 for Report Period Bureau Post 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

Voucher # APPROP AMOUNT 

         Auditors Detailed Report (VADR) / Voucher (s) not received as reported on List of 
Vouchers. 

          Auditors Detailed Report (VADR) / Voucher (s) were received, however we are 
unable to process the transaction to the appropriate accountable station due to insufficient 
or the lack of documentation. We request a copy of the original voucher and any 
supporting documentation to include a copy of Travel Orders if it was travel related. 

Request documentation be forwarded by : (give suspense date), referencing this memo, 
to: (address where documentation should be sent).  Documentation may be sent via fax 
to (enter fax number). 

Questions may be addressed to (insert POC, phone number and email address). 

signature block 

Attachments 
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